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REVIEW: FULL SERVICE 
PARTNERSHIP (FSP) OUTCOMES 

ASSESSMENT FORMS
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REVIEW: MHSA FULL SERVICE PARTNERSHIP REVIEW: MHSA FULL SERVICE PARTNERSHIP 
(FSP) OUTCOMES ASSESSMENT FORMS:(FSP) OUTCOMES ASSESSMENT FORMS:
History/Baseline data:

Partnership Assessment Form (PAF) –
Typically completed ONCE, when partnership is established

Follow-Up data:
Key Event Tracking Form (KET) –
Completed when change occurs in key areas
Recall, Educational and Employment Setting questions are “snapshots”
and so if there are changes to these questions, you also need to indicate 
their current status (which includes the new and ongoing statuses).

Quarterly Assessment (3M) –
Completed every 3 months from the date the partnership is 
established

Note:  For more information on completing the FSP Outcomes Assessment forms, 
refer to the “FSP Outcomes Assessment Forms Companion Guide” at 
http://www.dmh.ca.gov/POQI/docs/FSPTrainingLink.asp

6

# Months in Services
3 9 12 15 18, etc.6

Partnership Assessment 
Form (PAF): Completed 
ONCE - when a partnership is 
established

Quarterly Assessment Form (3M):
Completed every 3 months

KET due: 
Residential 

Move 

KET due: 
ER Visit

KET due: 
Begins 
Work

Key Event Tracking (KET):
Completed each time a change takes place

Timeline: Form Administration

KET due: 
Residential 

Move 
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Counties have two options for reporting FSP Outcomes 
Assessments data to the DMH Data Collection and 
Reporting (DCR) Application:

Option 1:  Direct on-line key entry (“DCR Counties”)

County uses the DCR to directly key-enter data. DMH 
maintains the data system and makes all updates.  

Option 2:  Local system data reporting (“XML Counties”)

County collects data using their own technology.  County 
submits data via XML (Extensible Markup Language) to the 
DCR.  County is responsible for maintaining their own 
data system and making all updates.

8

ACCESSING THE DMH DATA 
COLLECTION AND REPORTING 

SYSTEM (DCR)
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• All security to the DCR is managed through the DMH 
Information Technology Web Services (ITWS).

• All users who access the DCR MUST be enrolled into the 
ITWS with permission to access the DCR Application.

• Permission to access the DCR is managed by each county’s 
Approver Designee(s).  Approver Designees are typically 1 to 
2 county employees who have been authorized by the 
County Director to coordinate and maintain county user 
access to the DCR Application.

• Approver Designees have been provided information to 
assist county users on enrollment into the ITWS.  In addition, 
general guidance is provided at 
http://www.dmh.ca.gov/POQI/docs/InstructionalHandoutforUs
ersRequestingITWSMHSASystemMembership.doc

Gaining Access to the DCR

10

RolesRoles

Read Only (RO)
Users can VIEW data but can’t make changes 
to the data.

Read/Write (RW)
Users can VIEW data AND can make changes 
to the data.

• Approver Designee(s) assign roles to a user 
• Every DCR user must be assigned at least one role
• Roles determine what you can see and do within the 

DCR
• Each role has the functionality of either:
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User Profile Screen:

Once your ITWS enrollment has been approved, you should verify your user 
information, including your assigned group & role(s), from the User Profile 
Screen.  (Log into the ITWS.  Go to UTILITIES > USER PROFILE.) 

11Note:  If you are a PSC, you MUST be assigned to a PSC role.

12

NAVIGATING TO THE DCR
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Go to the DMH main page 

At: http://www.dmh.ca.gov

Click on the ITWS link

14

JDoe2
xxxxxx

• Enter your user-specific 
username and password

• Click LOGIN

14
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• Click on SYSTEMS

• Select MENTAL HEALTH 
SERVICES ACT (MHSA)

15

16

• Click on FUNCTIONS

• Select DCR APPLICATION

16
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• Read the Security Alert (if 
applicable)

• Click YES to proceed
17

18

You are now logged into the DCR.  This is the DCR Home 
screen.

18
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INTRODUCTION TO DCR 
MESSAGES / DISPLAYS

20

Users with Read Only functionality will be able to VIEW 
assessment information but CANNOT make any changes to 
the data.

20
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To search for a Partner in the “Search 
for” box, use the drop-down list to 
indicate the search criteria:

• Partner’s last name

• CCN / County FSP ID

Click on any underlined heading in any 
table to sort the displayed information.

21

22

All tables are collapsed.  Click on 
individual page numbers, “Next” or “Last”
(not shown) to see additional data.  OR….  

Click on 
VIEW ALL to 
see a larger 
view of the 
table. 22
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You can also click on 
the “Expand all 
Domains” link at the 
top and bottom of the 
screen to expand all 
domains at once.

Within forms, domain 
headings will be 
collapsed.  You can 
expand a domain by 
clicking on each domain 
heading.  Or . . . 

23

24

If you make a small 
mistake, go back and 
correct the error(s) OR, if 
you made mistakes 
throughout the domain, 
click on the “Clear 
Domain” link at the top of 
each domain to ERASE 
the data entered for that 
ENTIRE domain.

24
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The left corner of your screen 
will indicate a timer.  The DCR 
will “time-out” in 20 minutes if 
there is no activity. (Typing 
data is NOT “activity.”)

“Activity” = saving/submitting 
data, generating a form, 
changing screens, searching 
for partners, sorting records, 
etc. 25

26

When the DCR is close to timing out, a five-
minute countdown will be displayed.  Click 
“Yes” to restart the 20-minute timer.
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When you are finished entering 
data for each domain, click on the 
“Save and Continue” link at the 
end of each section to ensure that 
your data are not lost.  This will 
also reset the 20-minute timer. 27

28

“DCR HOME”

• First screen you see when you enter the DCR

• Also accessible using the menu by clicking 
“Home”>“DCR Home”
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DCR Home Screen:

29

30

Indicates the following information:

•User’s Name

•County for which you are submitting data

30

DCR Home Screen:  (cont.)
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System Messages

•Displays messages from DMH

•Displays messages from County Administrators
Only users who are assigned a role of County Administrator (RW) are able 
to post system messages for their county.

Note:  If there is a critical message, it is recommended that the county use alternative 
methods to inform staff since staff must be logged into the DCR in order to 
read the messages.

DCR Home Screen:  (cont.)

32

Click on the message link to view / print the message.

The message will be 
displayed in a 
separate window.

32
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Pending Partnership Assessment Form(s)
Displays all PAFs for partners in your group that are not yet 
complete (i.e., information is missing/incorrect).  

• If you have an RW role, you may click on the partner’s name to enter additional 
PAF data.

• If you have an RO role, you may click on the partner’s name to view the 
incomplete PAF.

Once a PAF is complete, the partner’s name will disappear 
from the ‘Pending Partnership Assessment Form(s)’ table.

DCR Home Screen:  (cont.)

34

30 Day Key Event Notification(s)
Displays all KETs for partners in your group that have 
been in one of the following residential settings for 
30 days or longer:

Emergency Shelter / 
Temporary Housing
Homeless
Acute Medical Hospital
Acute Psychiatric Hospital / 
Psychiatric Health Facility

State Psychiatric Hospital 
Juvenile Hall / Camp / Ranch
Division of Juvenile Justice
Jail

Both RW and RO users may click on the partner’s name 
to view the original KET that generated the notification.

DCR Home Screen:  (cont.)
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30 Day Key Event Notification(s), continued…

• Ignore the notification if the FSP’s residential status 
has not changed.

• If the residential status has changed, a KET must be 
completed indicating the date of the residential 
change, as well as the new residential status.
• To update the KET with the FSP’s NEW Residential 

Information, a NEW KET must be completed.  
(This will be covered in a later section, called “Entering a Key 
Event Tracking (KET) Form.”)

DCR Home Screen:  (cont.)

36

Quarterly Assessment(s) Due

Displays Quarterly Assessments that are due for 
partners in your group.

•Notifications will appear 15 days prior and 30 days 
after the FSP’s Quarterly Assessment due date. 

• If you have an RW role, you may click on the partner’s name to enter 
Quarterly Assessment data.

• If you have an RO role, you will not be allowed to enter any data.
Note:  The Quarterly Assessment information must be collected within this 45-day 
window, however, data entry may still occur after this 45-day window has passed.

DCR Home Screen:  (cont.)
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“MANAGE ACTIVE 
PARTNERS”

• Accessible by clicking on the menu 
“Partnerships”>“Manage Active Partners”

38

Manage Active Partners:
Displays all active partners that belong to your group.

Indicates which 
Partner’s PAF 
forms are not 
complete.

Indicates the 
PSC assigned 
to the Partner.

38
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Click on a partner’s name to view his/her assessment history

39

Manage Active Partners:  (cont.)

40

Access entry screens to submit 
NEW records.

40

Manage Active Partners:  (cont.)
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Access “history” links to VIEW 
or EDIT previously submitted 
data.  (Note: Information will be
overwritten if you make changes 
to these.)

Manage Active Partners:  (cont.)

42

“INACTIVE PARTNERS”

• Accessible by clicking on the menu 
“Partnerships”>“Inactive Partners”
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Inactive Partners Screen:
Displays all INACTIVE partners that belong to your group.

43

44

Click on an inactive partner’s name to view his/her 
assessment history and / or to reactivate the partner.

44

Inactive Partners Screen:  (cont.)
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ENTERING A PARTNER FOR 
THE FIRST TIME

Note:  A partner’s PAF form must be key-entered into the DCR BEFORE
other assessments can be added.

46

Adding a new partner:

•Go to the PARTNERSHIPS menu option

•Select “Add New Partner (PAF)”
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Adding a new partner:

• Key-enter the Partner’s Date of Birth
(format: mm/dd/yyyy)

47

48

Adding a new partner:

•Enter the Partnership Date by clicking on the calendar 
icon next to the “Partnership Date” field

48
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Adding a new partner:

•Enter the Partnership Date

49

50

Click on the arrow to select 
the MONTH the partnership 
was established.

Click on the arrow to 
select the YEAR the 
partnership was 
established (if necessary).
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Click on the actual DAY the 
partnership was established.

52

IMPORTANT!
Confirm that the correct dates were entered for the FSP.  If 
incorrect, retype the dates or go into the calendar to make 
corrections.  The DCR will select the appropriate form 
based on the FSP’s date of birth and partnership date that 
was just entered.

If dates are correct, click “Get Form” 52
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Notice that the age-appropriate 
PAF was created.

Items marked with a RED asterisk (*) 
are required  in order to save the PAF 
with, at least, a status of “Pending.”

53

54

Mike

541294811

The DCR will notify you if the CSI number you entered 
matches our records.  If it doesn’t, verify that the number you 
entered is correct.  If the number is correct, then our records 
may not have been updated yet.  (There may be a lag between 
when a county generates a CCN and when that number is 
reported to DMH.)  The system will accept the number if a 
match is not found. 54
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In the Residential 
Information section, 
as the total number 
of days in each 
residential setting is 
entered, a counter in 
the “Unknown” field 
displays the number 
of days that have not 
been accounted for.  
(Recall, the total 
number of days must 
equal 365 days.)

55

56

When you have 
finished entering data 
click on the “Submit”
button to save all of 
your work into the DCR.

56
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“OK” = PAF will be saved with a “Pending” status

“Cancel” = Will allow you to go back to the PAF and look at the 
Validation Report

If the PAF form you are trying to SAVE/SUBMIT is not 
complete, you will receive the following message:

58

Click on the link to 
access the Validation 
Report.

(The Validation Report 
is also available from 
the “Manage Active 
Partner’s” screen.) 58
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Sample Validation Report.  Indicates missing/incorrect 
information.  (Keep in mind, generally all questions that are not 
conditional require some type of response.  This report will tell you 
which questions need to be answered before the PAF can be 
considered “Complete.”)

59

60

“OK” = PAF will be saved with a “Pending” status

“Cancel” = Will allow you to go back to the PAF and look at the 
Validation Report
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62

ENTERING a KEY EVENT 
TRACKING (KET) FORM
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Entering a Key Event Tracking (KET) form:

•Go to the PARTNERSHIPS menu option

•Select “Manage Active Partners”

64

Click on a Partner’s name to access 
their records.

64
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There are two ways to enter a KET:

1. Click “View / Update Current KET 
Status”

2. Click “Enter New KET”

65

66

If you select the “Enter New 
KET” link to enter Key Event 
information, you will be taken to 
the “Get KET form” screen.

66
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Enter the Assessment Date 
& click on “Get Form”

68

Enter information for what changed.

Exception: Recall, Educational and Employment Setting 
questions are “snapshots” and, if there are changes to these 
questions, you also need to indicate their current situation 
(which includes new and ongoing statuses).  

68
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Click on “Submit”
when done.

69

70 70
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When completing a KET, it may be 
helpful to first review the Partner’s 
latest key event information to know 
what has changed since their last 
visit.  Click on the VIEW/UPDATE 
CURRENT KET STATUS link.

71

72

In this example,
the Education
and 
Employment
information 
was last 
updated on 
3/1/2007.

72

Example of KET Summary page:
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After reviewing 
the latest 
information 
submitted,  
make any 
necessary 
updates by 
clicking on the 
“Enter new KET”
button. 

73

74

After reviewing 
the information, 
the only change 
is with the 
Partner’s 
employment
information.  
When the new 
information is 
entered, the 
date of this 
change will be 
reflected on the 
KET Summary.

Example of KET form being 
completed for a partner:

74
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Notice that the date 
for the Educational 
Setting stayed the 
same (3/1/2007) but 
the Employment
section has the 
latest information 
that occurred on 
4/3/2007.

Example of 
KET Summary 
page after KET 
form was 
completed for 
the partner:

75

76

ENTERING a QUATERLY 
ASSESSMENT (3M) FORM
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The Quarterly Assessment 
notification on the DCR Home 
page indicates who is due for a 
quarterly assessment.  
(Notification appears 15 days 
prior to the due date and 30 
days after the due date.)

Click on a name to enter the 
information.  OR . . .

77

DCR Home Screen:

78

The Quarterly Notification 
also appears when you 
access a Partner’s records 
from the Manage Active 
Partners screen.

Click on the link to enter the 
information.  OR . . .

78



40

79

If the Quarterly Assessment was COLLECTED from the 
partner WITHIN the 45-day window (15 days prior to the due 
date or 30 days after the due date) but was not ENTERED, the 
link for the past-due assessment may be accessed in the 
Quarterly Assessment History section.
NOTE: The Quarterly Assessment data must be collected within the 45-day 
window, but the data can be entered beyond the 45-day window.

79

80

Enter the Assessment Date 
& click on “Get Form”

80
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Unlike a KET, ALL domains 
should be completed.

81

82

REVIEW: Entering Data into the DCR

For a specific client, enter all PAF information first.

Data entry for PAFs must be accessed via 
PARTNERSHIPS > ADD NEW PARTNER

Data entry for KET / Quarterly Assessments may 
be accessed via PARTNERSHIPS > MANAGE 
ACTIVE PARTNERS
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DISCONTINUATION / 
INTERRUPTION OF SERVICES

• Discontinuation / Interruption is tracked on a KET form (via
the Manage Active Partners screen).

84

On the MANAGE ACTIVE PARTERS 
screen, click on a Partner’s name to 
access their records.

Select the link to enter new key 
event information.

Example: Discontinuation / Interruption in 
Partnership

84
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Go to the “Change in 
Administrative Information”
section.

Example: Discontinuation / Interruption 
in Partnership

85

86

Example: Discontinuation / Interruption 
in Partnership

86
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Click on “Submit”
when done.

Example: Discontinuation / Interruption 
in Partnership

87

88

REESTABLISHMENT OF 
SERVICES

• Reestablishment of Services is tracked on a KET form (via the
Inactive Partners screen).
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90

Click on a Partner to access their records.

Example: Reactivate a Partnership 
(Partner returns to Partnership)

90
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To REACTIVATE a Partner:

Enter the date the partnership was reestablished & click 
“Reactivate.”

Example: Reactivate a Partnership

91

92

NOTE: If the partner has been inactive for a less than one year, KET form(s) should be 
completed to report any changes that occurred in the partner’s life while inactive.

If the partner has been inactive for one year or longer, a PAF form will automatically be 
generated by the system in order to update any changes that occurred in the partner’s life 
while inactive.

Example: Reactivate a Partnership

92
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ADMIN MENU OPTIONS

94

Access current, blank 
forms

Admin Menu Options: Forms

94
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Admin Menu Options: Forms

95

96

View / Share FSPs 
with other groups

Admin Menu Options:
View / Share FSP Group (only for SFG Role)

96
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Groups - determined by your county’s Approver 
Designee(s)

All users who access the DCR Application 
must be assigned to a group
All users assigned to a group can see the data 
of all other users within that group
Users can only be assigned to one group
A “<County> Master Group” has been 
automatically created for each county and any 
user in this group can view ALL data for the 
entire county 

98

Sharing Sharing FSPsFSPs
Authorized users of the DCR Application with “Share 
FSP Group (SFG)” functionality may ‘share’ their 
FSPs with other groups (e.g., if the user is going to be 
absent temporarily)
It is important to know that when an FSP is ‘shared’
with another group, all members in the shared group 
can see the FSP’s information
Sharing must be discontinued when it is no longer 
needed



50

99

The VIEW / SHARE FSP 
GROUPS table shows all 
groups that can see your 
group’s FSP records.

Admin Menu Options:
View / Share FSP Group (only for SFG Role)

The county’s Master Group & 
the PSC’s group will always 
be listed.

99

100

•Only those with a “Share FSP Group” (SFG) role can share groups.

•Users can only share FSP records if they belong to the same group 
as the PSC who is assigned to the FSP.

•Click on the “Select” link for the FSP you wish to share and click 
“Add.”

Admin Menu Options:
View / Share FSP Group (only for SFG Role)

100
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Click on the drop-down arrow 
to select the group you want 
to share the FSP with.  Click 
“Insert.”

Admin Menu Options:
View / Share FSP Group (only for SFG Role)

101

102

You must delete the “share”
when the group no longer 
needs access to the FSP.

Admin Menu Options:
View / Share FSP Group (only for SFG Role)

102



52

103

CA-RW ROLE: 
ADDITIONAL FUNCTIONALITY

104

POSTING SYSTEM MESSAGES
(only for CA-RW)
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Recall:

Allows DMH to post messages to ALL DCR Users. 
Users with a County Administrator (RW) role are able to 
post messages to ALL county users.
Note:  If there is a critical message, it is recommended that the county use alternative 
methods to inform staff since staff must be logged into the DCR in order to read the 
messages.

Admin Menu Options:
System Messages (only for CA-RW)

106

Under Admin > System Messages:

Those who have the role of “County 
Administrator – Read/Write” (CA-RW) 
have the ability to post messages to 
ALL county users.

Admin Menu Options:
System Messages (only for CA-RW)

106
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DELETING PARTNER 
RECORDS

(only for CA-RW)

NOTE:  Only those with the CA-RW role can delete PAF 
records at this time.  When the PAF form is deleted for a 
partner, ANY associated KET and Quarterly 
Assessment forms for that partner, will also be deleted.

108

Deleting Partner Records (only for CA-RW)

Deleting a PAF:

1. Access the PAF for the partner you 
wish to delete.

2. Scroll to the bottom of the PAF form

3. Click on “DELETE.”

108
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Deleting Partner Records (only for CA-RW)

Deleting a PAF (cont.):

4. Indicate the reason why the form 
needs to be deleted (e.g., wrong date
of birth was entered).

5. Click on “CONFIRM DELETE.”

110

Deleting Partner Records (only for CA-RW)

Deleting a PAF (cont.):

6.  Click “OK”
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111 111

Deleting Partner Records (only for CA-RW)

Confirmation Screen:

Indicates that Daisy Duck and any associated 
KETs and Quarterly Assessments have been 
deleted from the DCR.

112 112

Deleting Partner Records (only for CA-RW)

If you accidentally delete a Partner, you can recall 
the record and UN-delete the record:

1. Go to the Manage Active Partners

2. Using the PAF Status Filter, select “Deleted.”

112

Deleting Partner Records (only for CA-RW)
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Deleting Partner Records (only for CA-RW)
3. Locate and click on the partner you wish to 

“UN-delete.”

114 114

Deleting Partner Records (only for CA-RW)
4. Access the PAF and scroll to the bottom of the 

form.

5. Click on “RESTORE.”
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Deleting Partner Records (only for CA-RW)
6. Indicate the reason for restoring the record 

(e.g., deleted the wrong partner record).

7. Click on “CONFIRM RESTORE.”

116

CERTIFY COMPLETE PAFs
(only for CA-RW)

The goal is to complete ALL PAF information so that the 
PAF status changes from “Pending” to “Complete.”

Occasionally, it is known that some PAF information will 
NEVER be obtained.  Those with the CA-RW role can 
change a PAF Status from “Pending” to “Certified 
Complete.”
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“Certify COMPLETE” PAFs (only for CA-RW)

117

1. Click on the “Pending” PAF Status for the partner that 
you would like to “certify complete.”

2. Enter in a reason for certifying the partner as complete 
(e.g., this is all the data that was able to be obtained).

3. Click on the “Certify Complete” button to complete the 
certification.

118

Certify “COMPLETE” PAFs (only for CA-RW)

118

Daisy Duck now has a PAF Status of ‘Complete*.’ The 
asterisk indicates that this PAF was manually set to 
complete using the ‘Certify Complete’ function.
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Certify “COMPLETE” PAFs (only for CA-RW)

119

If you accidentally certify a Partner as “complete,” you can rec
the record and set the status back to “pending”:

1. Go to the Manage Active Partners screen.

2. Locate and click on the partner you wish to change back to 
“pending.”

3. Click on “Decertify.”

120

Certify “COMPLETE” PAFs (only for CA-RW)

120

4. Enter a reason for decertifying the partner.

5. Click on ‘Confirm Decertify.”
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GETTING YOUR DATA BACK
(only for CA-RW)

122

Those who have the role of
“County Administrator – Read/Write” (CA-RW) have the 
ability to download data for their group. 

Go to “TRANSFERS” > ”Download FSP XML Files”

Data is provided in two formats:

•XML (extensible markup language) format

•CSV (comma-delimited flat text file) format 122

‘Transfers’ Menu Option:
Download FSP XML Files (only for CA-RW)
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To DOWNLOAD data:

1.  Click “New Download”

123

‘Transfers’ Menu Option:
Download FSP XML Files (only for CA-RW)

124

Download Instructions 
are available

124

‘Transfers’ Menu Option:
Download FSP XML Files (only for CA-RW)

CSV Variable Reference Guide is a 
reference for understanding the 
variables that are returned when 
choosing the download format 
“CSV Flat File.”
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2. Select a DOWNLOAD FORMAT
• XML – data are provided in Extensible Markup 

Language
• CSV Flat File – data are provided in a comma-

delimited flat files so that the data can be imported 
into other applications (e.g., Excel, Access, SPSS)

125

‘Transfers’ Menu Option:
Download FSP XML Files (only for CA-RW)
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If selecting “XML,”

3.  Click on “RUN” to download the XML 
file.  All data that is in the DCR will 
be returned.

126

‘Transfers’ Menu Option:
Download FSP XML Files (only for CA-RW)
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To SAVE the XML file that you just created,

1. Click “Save”

2. Browse to a secure location on your computer where 
you want the XML to be saved and save the file.  
(Remember this file contains PHI!)

127
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If selecting “CSV Flat File,” you must also select a form type:

1. PAF (All domains EXCEPT Residential) – returns Partnership
Assessment Form data on all domains exception the Residential
Information section.  

2. PAF (Residential information only) – returns Partnership Assessment
Form data for the Residential Information section only.

3. Key Event Tracking (KET) – returns key event tracking information.

4. Quarterly Assessment (3M) – returns quarterly assessment information. 128

‘Transfers’ Menu Option:
Download FSP XML Files (only for CA-RW)
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To download ALL data, click on “RUN.”

To download data based on a specific date range, 
use the OPTIONAL “Date Range” boxes.  (NOTE:  
This feature is not available for the “KET” form 
type download.) 129

‘Transfers’ Menu Option:
Download FSP XML Files (only for CA-RW)
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‘Transfers’ Menu Option:
Download FSP XML Files (only for CA-RW)

Click on “Run” to download the CSV File.
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To SAVE the CSV file that you just created,

1. Click “Save”

2. Browse to a secure location on your computer where 
you want the CSV to be saved and save the file.  
(Remember this file contains PHI!)
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TECHNICAL INFORMATION
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1. Log into ITWS using your Username and Password
2. Go to “SYSTEM” > “MHSA SYSTEM”
3. From the “MHSA INFORMATION” menu, select “Technical Information”

133

• DCR Release Notes (documents changes to DCR from one release to
the next)

• DCR System Requirements – when available
• Etc.
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DCR System Requirements
The DCR development team has identified the following 

requirements and settings to insure a positive experience 
when using the DCR system:

• Use Windows XP
• Use Internet Explorer 6.0 or above (other browsers are not 

supported)
• Set https://mhhitws.cahwnet.gov/ as a trusted site with 

settings set to medium
• Allow cookies from https://mhhitws.cahwnet.gov/
• Allow pop-ups from https://mhhitws.cahwnet.gov/ (many 

messages in the DCR are presented in pop-ups)
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Access to DCR
After today’s training, your county should have already 
participated in the following training sessions: 

Full Service Partnership (FSP) Outcomes Assessment 
Training
FSP Program ID Code Assignment
Approver Designee Training
Approver Designee Group Structure Development 
conference call
DCR Direct On-Line Key-Entry Training

Once participation has been confirmed, counties should be 
able to access the DCR within the next two days.

When counties access the DCR, this access is LIVE!
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CONTACTS
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Your county’s Approver Designee(s) should be notified if users have any 
questions or problems with the DCR.  (The problem could be due to an 
access issue – which is controlled by the Approver Designee(s).)  

Each county is responsible for developing a process for communicating 
county user questions or problems regarding the DCR to Approver 
Designee(s) or other appropriate staff.

If unsure who your county’s Approver Designees are, contact the DMH ITWS 
Help Desk at (916) 654-3117.

What should I do if I have a question or a 
problem when using the DCR Application?

NOTE:  When communicating with the POQI Unit regarding specific MHSA Full 
Service Partners, please contact a POQI staff member directly. DO NOT 
email personal information such as client ID numbers, names, initials, etc. 
because this is considered Personal Health Information that cannot be 
communicated electronically. Sending clients' personal health information 
electronically is in violation of HIPAA.
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DMH Performance Outcomes & 
Quality Improvement Contacts
POQI Support: POQI.Support@dmh.ca.gov

Traci Fujita Sauer
Research Program Specialist
Phone: (916) 653-3300
Email: Traci.Fujita@dmh.ca.gov

Alice Chen, Research Analyst
Phone:  (916) 654-3560
Email:  Alice.Chen@dmh.ca.gov

Marti Johnson, Acting Chief, POQI
Phone: (916) 654-3115
Email: Marti.Johnson@dmh.ca.gov

Minerva Reyes, Research Analyst
Phone:  (916) 654-3685
Email: Minerva.Reyes@dmh.ca.gov

Phone: (916) 654-3117
Fax: (916) 654-3007
Email:  itws@dmh.ca.gov

For ITWS Enrollment/Access Issues, 
contact the DMH ITWS System HelpDesk:

Brenda Grealish
Research Program Specialist
Phone: (916) 654-3291
Email: Brenda.Grealish@dmh.ca.gov


